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Overview

• The guide is developed as a tool to explain to the user 
the information and data entry process for reporting 
data on OJJDP’s performance measures established 
for the Enforcing Underage Drinking Laws (EUDL) 
Block Grant programs.

• It contains a series of screen shots with explanatory 
text to highlight the features on each screen of the 
DCTAT.

• Access the DCTAT at:
http://www.ojjdp-dctat.org

• For technical assistance, please call 1-866-487-0512 
or 
e-mail: ojjdp-dctat@csrincorporated.com

http://www.ojjdp-dctat.org/
mailto:ojjdp-dctat@csrincorporated.com
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Overview (cont.)

The Process:
• Log-in
• Profile (verify information is up-to-date)

• Grant Program Access (select reporting period)

• Step 1: Enter Award Information (includes target 
population info)

• Step 2: Select Program Categories
• Step 3:Enter Data and Submit
• Step 4: Create Performance Data Report (State 

Coordinator only)

• User Feedback Form
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Overview (cont.)

This guide follows the following format:
• Overview – (slides 2 – 4)
• State level information and data entry process (slides 

5 – 22)
• State level – Federal Award Screen (slides 23-31)
• Other State level tools- Create subgrantee accounts 

(slides 32-39); Mark subgrantees as not active (slides 
40-43)

• Create Reports (slides 44-52)
• Subgrantee information and data entry process 

(slides 53-71)
• User Feedback Form (slides 30, 49)
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URL for the DCTAT 
http://www.ojjdp-dctat.org

Notice headlines:
Important Dates

Enter your user 
ID and 

password to 
enter the 
system.

Links to 
access 

additional 
information
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Profile Screen 

Enter data for 
all fields; 
verify that 

email address 
is correct

Enter the total number of 
subgrants (awards) active 
during the reporting 
period.  The system will 
compare this number 
against the number of 
subgrants for which data 
is entered into the 
DCTAT.

This screen will display 
first, if this is your first 

time in the system. 
Complete and Save.



7

State level only 
Profile Screen

The navigation bar 
orients you and can 

help you move 
through the system.

Click this button to 
begin data entry.

Click this button to 
create subgrantee 
accounts or to edit 

subgrantee 
accounts

All users should 
verify the profile 
each reporting 

period to maintain 
current info.

subgrants - # of awards; subgrantee - 
entity that receives funding; may have 

more than 1 subgrant
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Grant Program Selection screen

Drop down box will 
allow you to select 
a reporting period 
to begin the data 

entry process.

If you are a 
returning user, this 

will be the first 
screen to which 

you are directed .
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State level 
State Status Summary screen 

(with subgrantees)
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State Level 
State Status Summary screen

For each subgrantee 
created you can check 
their reporting status 
on the State Status 
Summary Screen. 

This summary reflects the number of 
subgrants the user entered on the 
organizational profile page, as well as 
the status of each.

Provides a view of 
Subgrantee level 
reporting.

Provides a view of 
Statewide level 
reporting.

The State Status Summary screen provides an overview of the 
reporting status for state level and subgrantee performance 
reporting.
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State level 
Status Summary screen for 

Statewide Performance Reporting

Click on an FFY to begin data 
entry. THIS IS NOT 
SUBAWARDED FUNDS.
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State level 
Step 1: Award Information screen

Enter and SAVE all 
information for funds 
allocated at the state level to 
implement activities .  THIS IS 
NOT SUBAWARDED FUNDS.

07/01/2007 to 12/31/2007
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State level 
Step 2: Select Program Categories

DCTAT gives message: “Award 
Information saved.” Go to next step by 

clicking the “Select Program Categories” 
button

Notice: A status bar is 
shown on this page and 
the following pages. The 
status will update as you 

complete the indicator 
and data entry steps.

07/01/2007 to 12/31/2007
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State level 
Step 2: Program Category

Select all applicable program categories for funds 
used at the state level only. This will be different 
from funds awarded at the local level. SAVE before 
leaving this screen.

Enter the amount of funds 
allocated to each selected 
program category. TOTAL 
SHOULD ADD UP TO 
FUNDS ALLOCATED FOR 
STATE LEVEL ACTIVITIES.
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Step 4: Enter Data

To enter data, click “enter 
data” button. Enter data for 
all measures. SAVE before 
leaving the screen.

program categories
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State level 
Step 4: Enter Data

Enter data for each 
program category 
selected and SAVE
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Mark data as complete

Click “Mark Data as 
complete” button. This tells 
the system that data entry 
for this record is complete.
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Confirm completion of data

Click “yes” to confirm. 
Click “no” to make edits.
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Return to Home

Click “return to home” to 
view the status summary 

screen.
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Home screen

The overall status for 
the statewide 

performance reporting 
shows as “complete”.

Click the name of a 
subgrantee to begin 

reporting their 
performance data.
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You have completed the state level 
reporting process for state level 

performance measures. 

If there is no other information to be 
entered, return to the “home” screen to 
complete reporting for subgrantees that 
have active awards during the reporting 

period.
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State Level Grantee

Funds not operational during the 
reporting period
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Grant Program Selection

Drop down box will 
allow you to select 
a reporting period 
to begin the data 

entry process.
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State Status Summary screen

Click on Federal Awards tab.
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Federal Awards screen
You may indicate for each FFY 
whether funds are not 
expended or closed out. To 
select not expended means 
that this FFY of funding was 
not used during the reporting 
period. To select “funds not 
expended” means that award 
received but not yet used for 
activities during the reporting 
period. When making these 
selections, please be aware 
that this FFY will not be 
available for data entry on the 
status summary screen for 
this reporting period. The box 
will appear grey if data has 
been reported for this FFY.
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Create Report

Create the Performance 
Data report to submit to 
OJJDP as a part of your 
semi-annual progress 
report.

First, highlight the FFY.
Second, click “run”.
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Screen to mark data as final

View a sample of  your 
report

Mark data as final for the 
reporting period and create 
a Performance Data Report
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Confirmation

Confirm completion of data entry by 
marking yes.

Select “no” to return to data entry screens 
to edit data.



29

User Feedback Form

Please tell us of your 
experience using the DCTAT.

Submit options are at the 
bottom of the screen.
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Performance Data Report

This is a copy 
of the 

Performance 
Data Report for 
funds not yet 

expended.



31

Other State Level tools

The following slides will demonstrate 
some additional features available to 

state-level users only.
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State level only 
Creating subgrantee accounts
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State level - Profile screen 
Create subgrantee accounts

“Manage subgrantees” 
will allow you to create 
a new subgrantee; add 
or change access to a 
grant program; obtain 
information for  
existing subgrantee 
users; obtain UserID 
and passwords for 
subgrantees

“Edit Profile” will allow 
you to correct information 
and change the number of 
subgrants entered into the 
system
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State Level Profile 
Subgrantee Management Screen

Click here, to 
add a 

subgrantee 
user.

This is the screen 
appears after clicking 

on “Manage 
Subgrantees” on the 

State level Profile 
screen.
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State Level Profile- Create a new subgrantee

Check the grant 
program for which 
the subgrantee 
should have access

Please 
SAVE before 
leaving the 
screen

System has auto- 
assigned a User ID

You may change the 
password

This is the screen you will see after clicking on “add a subgrantee user” 
on the State level Profile screen.
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State Level Profile- Create a new subgrantee 
(cont.)

After saving the new 
subgrantee record that was 
created from the previous 

screen, the system displays 
the “new” subgrantee record 

on the Subgrantee 
Management screen.  If 

additional subgrantee records 
are needed, click on “add new 

subgrantee user”.
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Create another subgrantee account
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See second account created
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State level only 
Mark subgrantees as not active

Not Active is defined as a subgrantee 
organization that shows on the status 

summary screen and did not receive an 
award from the Grantor during the reporting 

period.
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State view of subgrantee accounts

07/01/2007 to 12/31/2007

A subgrantee can only be marked as not 
active, if the status shows as “not 

started”.

Click the link, “Mark subgrantee not 
active”.



41

Mark subgrantees as not active

01/31/2008 to 06/30/2008

Check the box for subgrantees to mark as 
“not active”, SAVE changes.
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Mark subgrantees as not active

01/31/2008 to 06/30/2008

The subgrantee now shows 
on the Status Summary 
screen as “not active”.
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OJJDP Award recipients are 
responsible for creating a report to 

submit to OJJDP via the Grants 
Management System (GMS)

Grantee level 
Create an OJJDP Report
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State level 
Step 5: Create Performance Data Report

Drop down menus allow 
user to select a  FFY. A 
report should be created 
for each FFY that data 
was reported.

State users - 
Click “Reports” 

on the navigation 
bar.
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Screen to mark data as complete

Before creating the final Performance Data Report, the state 
user will need to mark data as final.  Click “Mark data as 
final and create final Performance Data report” link.
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Error report – make fixes

If there are any discrepancies in the data entered, the 
state user will see an error report. Follow guidance on 
screen to make corrections. Then follow the steps again 
to create a report once completed.
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Confirmation to mark data as complete will be 
locked to further editing

When you are satisfied with  
the data entered, click the 
Yes button. 
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User Feedback Form

Once data submission is completed, a voluntary user feedback 
form is provided.  This is VOLUNTARY.
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Performance Data report

Performance Data 
report displayed, you 
may add comments, 
then export to your 
computer and SAVE
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Report comments

Enter text and save 
comments.
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Downloading report

After clicking on 
“Export as WORD 
file” or “Export as 
PDF file”, a new 

window opens up 
with your report; 
SAVE this format 
to your computer 
for uploading into 
the GMS system.
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Subgrantee view 
The following screen shots are 
the state level’s view of how to 

enter data on behalf of 
subgrantees.
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Subgrantee view 
Profile Screen  

This screen will 
display, if this is your 

first time in the 
system. Complete and 

Save.
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Subgrantee view 
Begin data entry

Click “Begin 
Data Entry” to 
start entering 
information 
about your 
subaward.
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Grant Program Selection screen

Drop down box will 
allow you to select 
a reporting period 
to begin the data 

entry process.
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State view of subgrantee accounts

Click on the subgrantee name to begin data 
entry.
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Grantee and subgrantee view 
Subgrantee Status Summary screen

For a new record, click the “FFY” from which 
the award was made.

To complete an existing award, click on the 
state subgrantee number shown.
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Subgrantee level view 
Step 1: Award Information Screen 

(1 of 4)

Complete fields with information about the 
award received by the subgrantee. Check all 
applicable responses. SAVE before leaving 
the screen
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Subgrantee level view 
Award Information screen (2 of 4)

Award information continues. Check all 
applicable evidence-based strategies funded 
by this award. SAVE before leaving the 
screen
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Subgrantee level view 
Award Information screen (3 of 4)

Check all criteria that apply to the 
population served by funding from this 
award and check any criteria used to 
offer targeted services.
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Subgrantee level view 
Award Information screen (4 of 4)

Target Population matrix continued. 
Check all criteria that apply to the 
population served by funding from this 
award and check any criteria used to 
offer targeted services.
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Subgrantee level view 
Step 2: Select Program Categories (1/2)

Click on Select Program 
Categories

Click “Select Program 
Categories” to continue 

the process.
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Subgrantee level view 
Step 2: Program Category Selection (2/2)

07/01/2007 to 12/31/2007

Select all Program 
Categories that apply to 

the activities funded. 
SAVE to complete step 2 

of the process
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Subgrantee level view 
Step 3: Enter Data

Click “Enter Data” to 
continue the process.
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Subgrantee level view 
Step 3: Enter Data (1/2)

Click on each selected program 
category to enter data. SAVE to 
complete step 3 of the process.
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Subgrantee level view 
Step 3: Enter data (2/2)

Enter data for other 
selected program 
category. SAVE
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Subgrantee level view 
Submit Data to Grantor

Subgrantee will see this 
button if entering data 

themselves. Click 
“Submit data as 

Grantor” to send data 
to Grantor.
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Subgrantee level view 
Confirm submission of data

Confirm submission of 
data to Grantor. 

Completes step 3 of 
the process

Click “yes” to confirm. Click 
“no” to make edits.
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Grantee level view only

Grantees who enter data 
on behalf of their 

subgrantees will see this 
button instead of what is 
shown on slide 67. Click 

“Mark Data as 
Complete”.



70

Grantee level view only

Confirm that you are 
ready to mark data as 
complete on behalf of 

subgrantee. 
Completes step 3 of the 

process
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Grantee level view only

Grantees who enter data 
on behalf of their 

subgrantees will see this 
screen. From here you 
can return to previous 

screens to edit or “return 
to home” screen by 
clicking that button.
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Grantee level view only 
Home screen

Grantees who enter data on behalf of 
their subgrantees can return to the home 

screen and view the overall status of 
subgrantee awards. Once all subgrantee 

awards show a “complete” status, the 
grantee can run a performance data 

report.
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Grantee and Subgrantee 
User Feedback Form

Once the subgrantee has 
submitted the data to 

Grantor, a voluntary user 
feedback form is provided.  

This is VOLUNTARY.

This is the LAST step for 
the subgrantee.



74

Subgrantee Report

Subgrantee have the option 
to create a data report for 
their records. THIS IS NOT 

TO BE SUBMITTED TO 
OJJDP.
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Subgrantee level view 
Status Summary screen

Status Summary screen 
shows indicator and 

data entry are complete 
for this award.
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Subgrantee complete 
If there is no further data to report. Log off 
and prepare for the next reporting period! 

Thank you.
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Thank you for completing the 
DCTAT process for your OJJDP 

funds.



78

Additional help?

•To access the DCTAT website: please go to 
http://www.ojjdp-dctat.org

•Get technical assistance by email:
ojjdp-dctat@csrincorporated.com

or
(Toll-free) 1-866-487-0512

mailto:jjdp-dctat@csrincorporated.com
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